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DEPARTMENT OF GENERAL SERVICES
Records Management Division

RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE
NO.1U06 - 19

PAGE
NO. 1 of 2

Department of Public Safety
and Correctional Services Division of Correction

Agency Division
Item
No. Description Retention

1.

2.

STATE USE INDUSTRIES SALES AREA:

BID (REQUEST FOR QUOTATION) FILES
A. Contents

1. Copies of completed Bids
2. Backup information
3. Signature pages

B. Continuous Bid Log Books
1. State of Maryland Log
2. Out-of-State Log

Contents of both Logs contain
control numbers.

SALES REPRESENTATIVE ACTIVITY REPORTS

A. Weekly list of contacts
B. Products discussed
C. Action recommendations

Retain for two
(2) years at
facility, then
send to State
Records Center
and retain for
five (5) years,
then destroy.

Retain for two
(2) years at
facility, then
send to State
Records Center
and retain for
five (5) years,
then destroy.

Schedule Approved by Department,
Agency, or Division Representative

Date Signature// Title

Schedule Authorized by

Date State Archivist



DGS-550-1A RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET) SCHEDULE

NO.1U06 - 19
PAGE
NO. 2 of 2

Item
No.

3.

4.

5.

6.

Description

OPEN ORDER REPORT

Contents: List of items on order
with Customer number/name information;
purchase order number, customer order
number.

CUSTOMER SERVICE FILES

A. Numerical files by customer order
number which include original purchase
orders and order entry data sheets.

B. Pick-up/Exchange Forms: Control forms
used for customer/warehouse/other
errors, changes, or repairs

C. Batch Control Sheets: Record of
Purchase Orders sent to Data Entry

COMMISSION WORKSHEET (year-to-date)

A. List of customers by number
B. Accounting of total dollar volume

generated by Customer
C. Itemized list of products/services

bought by Customer
D. Costs of products/services
E. Profit realized on sale of

.products/services
F. Total dollar amount generated by

Sales Representatives selling to
non-State agencies; this section
of the report is broken down into
Sales Regions

SALES STATISTICS (year-to-date)

Report by item which details
Last Sale Date, Item Description,
Quantity Sold Year-to-Date, Sales
Amount Year-to-Date, and Average Sales
per Month.

Retention

Retain for two
(2) years at
facility then
send to State
Records Center
and retain for
five (5) years,
then destroy.

Retain for two
(2) years at
facility then
send to State
Records Center
and retain for
five (5) years,
then destroy.

Retain for two
(2) years at
facility, then
send to State
Records Center
and retain for
five (5) years,
then destroy.

Retain for two
(2) years at
facility, then
send to State
Records Center
and retain for
five (5) years,
then destroy.



INSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS IBO-1J

1. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 27B

JESSUP, MARYLAND 2Q7S4

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE / OF k

S. UNIT
State Use Industries

DEFINITION-RECORD SERIES-A GROUP or RELATED RECORDS NORMALLY n u o AND USED AS A UNIT POR

ICE A« W U . A» KCTWTIOW AMD DISPOSIT ION

4. RECORD SERIES TITLE
State Use Industries Sales Bid (Request for Quotation) Files

9. RECORD SERIES DESCRIPTION (•"•«*»•» DESCRIBE THE TVWI OP INPORMATION/DOCUMENTS/PORM* POUND
IN THE SERIES. INCLUDE THE PURPOSE OR PUNCTION OP THE SKR1E*

BID (REQUEST FOR QUOTATION) FILES
A. Contents

1. Copies of completed Bids
2. Backup information
3. Signature pages

B. , Continuous Bid Log Books
1. State of Maryland Log
2. Out-of-State Log

Contents of both Logs contain
control numbers.

7. RECORD SERIES FORMAT(S)

• LETTER SIZE ° MICROFILM

O LEGAL SIZE • COMPUTER TAPE

• BOUND BOOK ° FLOPPY DISK

• AUDIO TAPE • VIDEO TAPE

O OTHER(SPECIFY)

«. RECORD SERIES (

• ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL.

• GEOGRAPHICAL

° OTHER(SPECIFY)

II. FILE IS USED

DAILY MONTHLY

I. VOLUME
I

• FILE DRAKR(S)
• MICROFILf REEL(S)
• COMPUTER TAPE(S)
O OTHER!SPECIFY)

10. ANNUAL ACCUMULATION
Q FILE DRAWER(S)
• MICROFILM REEL(S)
a COMPUTER TAPEJS)

irvl

1 2 . FILE ECOMES INACTIVE AFTER
O MONTH(S) • YEAR(S)

IS. CURRENT LOCATION(S) ( .,FLOORt I 14. IS

• YES

SERIES DUPLICATED ELSEWHEREf

S P C C I P V /.acNCY on O P P I C B )

O NO

18. ACCESS RESTRICTIONS ° YES • NO

(>F YES, CITE LAW(S) * REGULATION!s)
1«. AUDIT

a

REQUIREMENTS

TrSTATE a FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDT (|p VBS.EXPLAIN
•RIEPLY AKO DKSCNtBB ANT HARDBAMC/SOPTWAKE )

a YES a NO

RETENTION
Retain for two
(2) years at
facility, then
send to State
Records Center
and retain for
five (5) years,
then destroy.

. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement; Services

21. DATE

DCS S50-4 (REVI 2/«7)



SHSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 150-1J

1. DEPARTMENT/AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207*4

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PAGE ̂  OF fr

>. UNIT

State Use Industries

DEFINITION-RECORD SERIES*A aHOUP Or RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
CE AS SELL AS RETENTION AND DISPOSITION WIWfllM

4. RECORD SERIES TITLE
State Use Industries Sales Representative Activity Reports

I •• RECORD SERIES DESCRIPTION ("*li"I'**r "SCRIBE TKB TYPES OF INFORMATION/DOCUMENTS/FORMS FOUND
IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OF THE SERIES]

SALES REPRESENTATIVE ACTIVITY REPORTS

A. Weekly l i s t of contacts
B. Products discussed
C. Action recommendations

7 . RECORD SERIES FORMAT(S)

O LETTER SIZE ° MICROFILM

O LEGAL SIZE O COMPUTER TAPE

• BOUND BOOK • FLOPPY DISK

• AUDIO TAPE a VIDEO TAPE

a oncR(SPECIFY)

•. RECORD SERIES SE

• ALPHABETICAL

° NUMERICAL

• CHRONOLOGICAL

O GEOGRAPHICAL

O OTHER(SPECIFY)

VOLUME
• FILE DRAJER(S)
• MICROFILM REEL(S)
• COMPUTER TAPE(S)
O OTHER(SPECIFY)

10. ANNUAL ULATION
0 FILE DRAWER(S)
O MICROFILM REEL(S)

mananr ° COMPUTER TAPEJ S )
O flrrngw(gpgf-iirv)

II . FILE IS USED

Q DAILY O MONTHLY

12. FILE BECOMES INACTIVE AFTER
• MONTH(S) • YEAR(S]

I S . CURRENT LOCATION!S) ( 1 4 . IS RECORD SERIES DUPLICATED ELSEWHERET
t l P YES, SPECIFY /.OENCY OR OFFICE)

a NO

1 9 . ACCESS RESTRICTIONS O YES • NO
( • F rwU, CITK LAW(s) A MTOULATI ON ( • )

It. AUDIT REQUIREMENTS

STATE FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USEDf (IF VSS.BXPLAIN
•RIBF LY AKD OBSCRIBB ANY HAROBARS/SOFTWARE )

O YES • NO

i s . RETENTION
Retain for two
(2) years at
facility, then
send to State
Records Center
and retain for
five (5) years,
then destroy.

it•. NAME ANO TITLE OF PREPARER

*Myles Carpeneto, Director of
Procurement Services

21 . DATE

DOS 390-4 (REVI 2/S7)



INSTRUCTIONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SCRIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS f»O-lJ

1. DEPARTMENT/AGENCY
Public Safety and

1 Correctional Services

DCPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX 27»

JESSUP, MARYLAND 207M

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PAGE v-J OF V

S. UNIT
State Use Industries

DEFINITION •RECORD SERIES-* ailOUP O r »«LATBO RKCORDS NORMALLY PILED AND USED AS A UNIT FOR
REFERENCE AS BELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE
State Use Industries Open Order Report

! •• RECORD SERIES DESCRIPTION (IBIIIIMrUr OMCRIBB THE TYPES OP INPORMATION/OOCUMENTS/PORMS POUND
IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OP THE SSK1ES)

OPEN ORDER REPORT

Contents: List of items on order
with Customer number/name information;
purchase order number, customer order
number.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE • MICROFILM

a LEOAL SIZE ° COMPUTER TAPE

O BOUND BOOK • FLOPPY DISK

• AUDIO TAPE O VIDEO TAPE

O OTHER(SPECIFY)

RECORD SERIES SE

• ALPHABETICAL

O NUMERICAL

D CHRONOLOGICAL

D GEOGRAPHICAL

D OTHER(SPECIFY)

I.
I

O FILE DRAWER(S)
• MICROFILM REEMS)
• COMPUTER TAPE(S)
• OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)
Q MICROFILM REEMS]
° COMPUTER TAPE(S)
Q OTUPB(SPrciirv)

II. FILE IS USED

''p'DAILY O MONTHLY

12. FILE ECOMES INACTIVE AFTER
• MONTH(S) B YEAR(S)

I*. CURRENT LOCATION!S) ( 14. IS RECORD SERIES DUPLICATED ELSEWHEREt
tlP YKS, SPKCIPY AOKNCV OR OFFICK)

• YES O NO

IS. ACCESS RESTRICTIONS B YES O NO
(IF YKS, CITS LAW(S) A RSOULATI ON ( S)

1«. AUDIT REQUIREMENTS

O NONE F'STATE ° FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM
•RIKPLY AKD 0S.SCX

a YES a NO

* (IF VSStBXPLAIN
ANY HARDBARK/SOPTWARB)

It. RETENTION
Retain for two
(2) years at
facility then
send to State
Records Center
and retain for
five (5) years,
then destroy.

It. NAME AND TITLE OF PREPARER
rMyles CarpenetoT, Director of
Procurement Services

21 . DATE

DOS 3S0-4 (REVISED 2/S7)



I'NSTRUCT IONS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS fiO-l )

1. DCFARTMENT/AGENCY
Public Safety and
Correctional Services

DEFART>QZNT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP. MARYLAND 20794

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE _2_OF k_

S. UNIT
State Use Industries

DEFINITION-RECORD SERIES* P RSLATEO RECORDS NORMALLY FILED AND USED AS A UNIT
AS EEIO. A9 RTKNTION AND PUPOBITICM >U«W1IM

4 . RECORD SERIES TITLE

State Use Industries Customer Service Files

• . RECORD SERIES DESCRIPTION (•"••
rUr O««CRIK TH«

IN TUX SERIES.
TYPES Or INPORMATION/DOCUMEMTB/PORMS FOUND
INCLUDE THE PURPOSE OR FUNCTION OF THE

A. Numerical files by customer order
number which include original purchase
orders and order entry data sheets.

Pick-up/Exchange Forms: Control forms
used for customer/warehouse/other
errors, changes, or repairs

Batch Control Sheets: Record of
Purchase Orders sent to Data Entry

B.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE • MICROFILM

° LEGAL SIZE • COMPUTER TAPE

° BOUND BOOK • FLOPPY DISK

O AUDIO TAPE ° VIDEO TAPE

a onsR(SPECIFY)

SERIES t

B ALPHABETICAL

Q NUMERICAL

O CHRONOLOGICAL

B GEOGRAPHICAL

O OTHER(SPECIFY)

t. VOL
• FILE
• MICROFILM RSEL(S)
D COMPUTER TAPE(S)

10. ANNUAL ACCUMULATION
• FILE DRAWER(S)
• MICROFILM REEL(S)
D COMPUTER TAPE(S)

ml BBcrt rvI
II. FILE IS USED

D MONTHLY

12. FILE BECOMES INACTIVE AFTER
• MONTH(S) ° YEAR(S)

l>. CURRENT LOCATION!S) ( 14. IS RECORD SERIES DUPLICATED ELSEWHERE?
tir VCS, «F*CIFV /.OKKCY OR OFFICE)
O YES O NO

19. ACCESS RESTRICTIONS • YES ° NO
(<r rmm, CITB LAW(S) A RBOULATION(S)

l«. AUDIT REQUIREMENTS

° NONE ^STATE ° FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM USED? ( tP VM.EXPLAIN
•RIKFLV AKD UlCRtUt ANY HARDWARK/ SOFTW,

O YES O NO

It. RETENTION
Retain for two
(2) years at
facility then
send to State
Records Center
and retain for
five (5) years,
then destroy.

I*. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

21 . DATE

DCS S80-4 (REV! 2/«7)



INSTRUCT IONS--TYPE OR PRINT A

SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS IIC-lj

1. DCFARTMENT/AGENCY
Public Safety and
Correctional Services

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX 271

JESSUP. MARYLAND 207t4

2. DIVISION

Division of Correction

AGENCY RECORDS INVENTORY

PACE O OF fc

«. UNIT

State Use Industries

DEFINITION-RECORD SERIES' OF RELATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
RENCE AS WEUL AS RETENTION AND DISPOSITION

4. RECORD SERIES TITLE
State Use Industries Commission Worksheet (Year-to-date)

• . RECORD SERIES DESCRIPTION (•"IEri'T B«»CRIBE THE TYPES OF INFORMATION /DOCUMENTS/ FORMS FOUND
IN THE SERIES. INCLUOS THE PURPOSE OR FUNCTION OF THE SERIES)

A. List of customers by number
B. Accounting of total dollar volume

generated by Customer
C. Itemized list of products/services

bought by Customer
D. Costs of products/services
E. Profit realized on sale of

products/services

7. RECORD SERIES FORMAT(S)

O LETTER SIZE O MICROFILM

• LEOAL SIZE Q COMPUTER TAPE

O BOUND BOOK O FLOPPY DISK

• AUDIO TAPE • VIDEO TAPE

Q OTHER(SPECIFY)

•. RECORD SERIES f

a ALPHABETICAL

• NUMERICAL

• CHRONOLOGICAL

• GEOGRAPHICAL

a OTHER(SPECIFY)

t. VOLUME t
O FILE DRAWER(S)
• MICROFIUp REEL(S)
O COMPUTER TAPE(S)

NUMBER Q orrMjujspecify)

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)
O MICROFILM REEL(S]
Q COMPUTER TAPE(S)
D OTMTBIfiPgrirvl

i I I . FILE IS USED
Q DAILY -MONTHLY

I-

1 2 . FILE ICOMES INACTIVE AFTER
• MONTH(S) • YEAR(S)

IJ. CURRENT LOCATION(S) ( 14. IS
tlP
• YES

SERIES DUPLICATED ELSEWHEf
SPECIFY AOENCY OR OFFICE)

a NO

IS. ACCESS RESTRICTIONS O YES O N O
(IF YES, CITE UAE(S) * RSaULATION(s)

l«. AUDIT

D

REQUIREMENTS

STATE O FEDERALY INDEPENDENT

17. IS AN INDEX SYSTEM USED* ( ip VBW.EXPLAIN
BRIEFLY AKD DESCRtBB ANY HARDWARE/SOFTWARE)

0 YES • NO

It. RETENTION
Retain for two
(2) years at
facility, then
send to State
Records Center
and retain for
five (5) years
then, destroy.

It. NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

21 . DATE

DOS SSO-4 (REVISED 2/«7)



't NSTRUCT I QMS • - TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION
(DOS BSQ»I )

DEPARTMENT OF GENERAL. SERVICES
RECORDS MANAGEMENT DIVISION

7171 WATERLOO ROAD
P.O. BOX 271

JESSUP, MARYLAND 207*4

AGENCY RECORDS INVENTORY

PACK OF b
I. DEPARTMENT/AGCNCY
Public Safety and
Correctional Services

2. DIVISION

Division of Correction

«. UNIT

State Use Industries

DEFINITION-RECORD SERIES' OROUP OP RELATED RECORDS NORMALLY PILED AND USED AS A UNIT
KPERSNCS AS BELL AS RETENTION AND DISPOSITION PURPOSES

4. RECORD SERIES TITLE
State Use Industries Sales Statistics (Year-to-Date)

• . RECORD SERIES DESCRIPTION (•"l«ruY DSSCRIBB THE TYPES Or INPORMATION/DOCUMENTS/PORMS POUND
IN THE SERIES. INCLUDE THE PURPOSE OH FUNCTION OP THE SE*1BS

Report by item which details
Last Sale Date, Item Description,
Quantity Sold Year-to-Date, Sales
Amount Year-to-Date, and Average Sales
per Month.

7. RECORD SERIES FORMAT(S)

O LETTER SIZE ° MICROFILM

a LEGAL SIZE • COMPUTER TAPE

O BOUND BOOK • FLOPPY DISK

• AUDIO TAPE Q VIDEO TAPE

° OTHER(SPECIFY)

•. RECORD SERIES SE'

• ALPHABETICAL

D NUMERICAL

Q CHRONOLOGICAL

Q GEOGRAPHICAL

O OTHER(SPECIFY)

It. FILE IS USED

O DAILY MONTHLY

f
O FILE DRAiER(S)
a MICROFIL|I REEL(S)
• COMPUTER TAPE(S)
• OTHER(SPECIFY)

10. ANNUAL ACCUMULATION
O FILE DRAWER(S)
• MICROFILM REEL(S)

MUIIUR D COMPUTER TAPE(S)
irvi

12. FILE ECOMES INACTIVE AFTER
• MONTH(S) O YEAR(S)

II. CURRENT LOCATION!S) ( 14. IS
(IP
° YES

SERIES DUPLICATED ELSEWHERET

•PECIPY /.OKNCr OR OFFICE)

a NO

IS. ACCESS RESTRICTIONS
(IP rwm, CITE LA*(S)

a YES ° NO
RSaULATION(s)

l«. AUDIT

a

REQUIREMENTS

ATE O FEDERAL ° INDEPENDENT

17. IS AN INDEX SYSTEM
•RIBPLV AKD DBSC

a YES a NO

t (IP YES.EXPLAIN
ANY HARDBAKE./SOFTWARE)

RETENTION
Retain for two
(2) years at
facility, then
send to State
Records Center
and retain for
five (5) years,
then destroy.

kt». NAME AND TITLE OF PREPARER

Myles Carpeneto, Director of
Procurement Services

20. TELEPHONE NUMBER

(301) 764-4113

21. DATE

DCS 580-4 (REVI 2/«7)


